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ACTION DIRECT REPLY PREPARE REPLY

APPROVAL DISPATCH RECOMMENDATION

COMMENT FILE RETURN

CONCURRENCE INFORMATION SIGNATURE
Remarks:

We need a clean-up program.

The (SA pamphlet on Move Records Out
could be used very effectively, as is,
I'm not too keen about the GSA posters so
I have prepared three of my own for your
consideration,

We would definitely want a feedback
from the ARC's in the form of a short report.
Then we could send them "Thank you for parti~
cipating" letters which would include the
results of the program,

» FOLD HERE TO RETURN TO SENDER

4EED£A-_NAML ADDRESS AND PHONE NO. DATE
STAT—
6-23-64
] UNCLASSIFIED CONFIDENTIAL SECRET
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CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

TO NAME AND ADDRESS DATE INITIALS

STAT G - 22—

!

»

ACTION DIRECT REPLY PREPARE REPLY

APPROVAL DISPATCH RECOMMENDATION
X COMMENT FILE . RETURN

CONCURRENCE INFORMATION SIGNATURE
Remarks:

STAl\T

I hope that we can have an Agency-wide Clean-
gut Program later this year. Will you look at the

attached material and let me know if you think we

STATR use any of it for our pu Lso, may I have
your ideas generally on a ( Wmmmaion .
STAT

FOLD HERE TO RETURN TO SENDER

FROM: NAME, ADDRESS AND PHONE NO. DATE
6/16/6L
UNCLASSIFIED CONFIDENTIAL SECRET
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‘Records Disposition is a Plan to ...

MOVE RECORDS OUT

of high cost office space
| and equipment ...

[ to make FILING AND FINDING ..
[ EASIER, FASTER, BETTER '
i
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PLEANAP CAMPEEN

RELIEVE ME OF OLD RECORDS AND
JUNK AND I'LL MAKE YOUR JOB
EASIER AND MORE EFFECTIVE!

| 61076109 ISP |
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Toke A Fresh Look |

Are your file cabinets bulging: Do they contain records eligible for
disposal, inactive records that can be sent to Federal Records Cen-
ters, obsolete instructions, informational and reference papers no
Ionger needed - papers that NEVER should have been received or
filed in the first place?

iftheydo...... ACT NOW

BEGIN BY CHECKING THESE
RECORDS CONTROL SCHED-
ULES

e Determine WHAT records
can be destroyed or trans-

ferred and WHEN.
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~ Destuoy ! |

‘® Records thal have reached the destruction uge specufled in the
schedules

° Superseded or cancelled copies of dlrechves noﬂces proce-
dures, and manvuals you have received.

) Reference material that is no longer needed or used.

6601076169 fudazag
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Tnangfor

TO FEDERAL RECORDS CENTERS

o Records that have reached the transfer age specified in the
schedules.

e BUT ALSO records not covered by the schedules and whlch
occupy NEEDED SPACE AND EQUIPMENT.

e Record accumulations eventually eligible for destruction that

have BECOME INACTIVE.

e Records of DISCONTINUED FUNCTIONS or activities not yet

eligible for destruction.
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Review 7,

REMAINING FILES

e BREAK YOUR FILES: :
Prepare new folders or start i
a new file for your next i
year's accumulation. This g
permits easy transfer or de- i
struction of records in FE
“blocks” at regular inter- g
vals.

e DON'T FILE unneeded pa-
pers, extra copies of corre-
spondence and other papers.

DESTROY WITHOUT FILING.

o GET OFF MAILING LISTS

for unessential material.

¢ DON'T MAINTAIN UNNEEDED RECORDS. CHALLENGE the
need for each record. ASK: WHAT IF WE DIDN'T HAVE IT?
Eliminate it [F: the information is no longer needed, the cost
exceeds the worth, there is a better source or way, or if it can
be combined with same other record.

0610761093
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STANDARD FORM 135 : TO BE COMPLETED AT FEDERAL RECORDS CENTER
JULY 1951 EDITION RECORDS TRANSMITTAL
GENERAL SERVICES ADMIN. AND RECEIPT ACCESSION NO. RECORD GROUP NO.
REG. 3-1V-302.00 . 64 A 201 269
INSTRUCTIONS SIGNATURE DATE RECORDS RECEWER
Send original and two copies to approprlate .
Federal Records Center. ' TITLE
EXCEPTION—Send original and three copies to the
Alexandria, Virginia, Center )
FROM: (Name and address of Agency transferring records) TO: Federal Records Center, GSA
General Services Administration
19th and F Streets, N. W.
Washington, D.C. 20405
1. CITE SECURITY CLASSIFICATION AND/OR RESTRICTION ON USE OF RECORDS, IF ANY
| None _
% 2. SQUARE FEET OF SPACE CLEARED 3. FILING EQUIPMENT EMPTIED 4. CUBIC FEET OF RECORDS
A. OFFICE 12 B. STORAGE A. FILE GABINETS (No.) B. TRANS. FILES (No.) C. SHELVING (Lin. Ft.) TRANSFERREDI 1
5. NAME OF AGENCY CUSTODIAN OF RECORDS 6. BUILDING AND ROOM NO. 7. TELEPHONE NO.
Jane Doe 2043 GSA -5132

8. MAY THE RECORDS BE DESTROYED AS SCHEDULED WITHOUT FURTHER AGENCY CONCURRENCE? D YES D NO

9 AGENCY OFFICIAL (ignafure Harry Kramer RecorciosTﬁanagement Branch (B A DTEMaI'Ch 18,1964
2. BOX NUMBERS | y3, DESCRIPTION OF RECORDS WITH INCLUSIVE DATES 14. DISPOSAL AUTHORITY
FRC ONLY AGENCY (Shmv'organizational component creating records) (Schedule and Iiem No.)
Records of OFA, Administrative Services Division
Records Management Branch
N General cor_respéndence file pertaining to records
management projects:
1 1959-1960
2 1960-1961
3 1962-1963
4 Daily chronological copies of outgoing correspondehc €y AO-10
1959-1963 ~
5 Monthly reports from the regions, 1959-1961 .
6 Monthly reports from the regions, 1962-1963 GSA Part IV 6-2-8
Correspondence with vendors, arranged by vendors: AO-17
7 A-M
8 -N-Z i . A | - e
a’.,-,'f' B RIS RS .
Declassified in Part - Sanitized Copy Approved for Release @ 50-Yr 2014/05/16 : 135-103
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TRANSFERRING RECORDS TO THE FEDERAL RECORDS CENTER

Records transferred to the Federal Records Center can be obtained from
the center in 24 hours (less than this in urgent cases).

Whenever possible, all the inactive records for an entire office (section,
branch, or division) should be transferred at the same time. You should

- always try to transfer a minimum of 5 cubic feet of records., To transfer
records to the center:

First, call the Records Management Branch (Extension 5132 or 4598) and
obtain the accession number to be used for the group of records you are
transferring to the center. The Branch will also provide more copies of
Standard Form 135 ""Records Transmittal and Receipt' as well as other in-
formation, as needed. ’

Se(:ond, call the Administrative Services Division, Extension 4961, and
ask for'the number of center.boxes you need (1l letter-size file drawer
equals 1-1/2 boxes; 1 legal-size drawer equals 2 boxes). The boxes are
assembled simply by folding in the split ends,

Third, arrange the records in the boxes in an orderly fashion so that they
can be found easily and quickly at the Records Center if you need them.
Records are usually arranged in the boxes the same way they were in the
file cabinet, i.e. alphabetically, numerically, or subject.

Fourth, after each box is filled, write the following identifying information
with a black crayon or marker on the unstitched end of the box:
7
- Write the accession number in the upper left-hand corner.. _
Write the record group number on the upper right-hand corner. .
- Write the box number on the lower left-hand corner, i.e. 'l of , !
"2 of __,'" etc. When all boxes are filled, complete the number-
ing, i.e., "l of 12,'" "2 of 12," etc.

Wi~
1

Fifth, prepare an original and 5 copies of Standard Form 135 and send to
the Records Management Branch (Room 2041) for transmittal to the center,
The center will pick up the boxes upon receipt of these forms. Copies

will be distributed to reference and liaison personnel,

NOTE: If at any time you have questions or wish additional in~-
formation about transferring records to the Records
Center, please call the Records Management Branch
(Mr, Kramer, Extension 5132, or Mr. Perlman,
Extension 4598), '

GSA DC 64-13103
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ClA RDPZ:9L99%1J 1'3\(19_.10099619\91%5% L ‘GENERAL SERVICES ADMINISTRATION

Memorandum

TO : Isadore Perlman, NARS Project Team (BRAE) DATE:

FROM

SUBJECT: ”'Operationv Clecmput” ‘Summary

[

. This summary wvill be submitted every two weeks, showing records moved.out ohd equipment cleared as of
April 3, 17 and 30. :

Following is a summary of the volume of records cleared and equipment released as of

(Date)
1. ‘ cubic feet have been transferred to the Federal Records Cen"(er.
2 cubic feet have been dest;oyed.

3. ' file cabinets have been cleared, as follows:

4 drawer, letter size

pn

{

b._.____ 4 drawer, legal size
Cuo— 5 drawer, letter size '
d. 5 drawer, legal size

e. Other (Describe below):

Declassified in Part - Sanitized Copy Approved for Release @ 50-Yr 2014/05/16 : _ FORM  ___.
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""GSA OPERATION CLEANOUT
'MARCH 23 - APRIL 30

DESTROY
OR
TRANSFER
THEM
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